
















































































































































































































































































































































































the discipline leader or lab manager, whichever is appropriate,

5.9.5 Administrative Review: Forensic Services creates and implements a quality procedure
that requires administrative review of all case files prior to the release of analytical

repoits,

15.9.5 Administrative Review is a review performed to ensure that the laboratory reports
issued by the staff of Forensic Services are editorially correct and to ensure that
the laboratory reports and their examination records are consigient with Forensic
Services policies. Administrative review is documented by th&lnitfials of the

15.9.5.1

15.9.5.2

15.9.5.3
15.9.5.4

13.9.5.5

15.9.5.6

%

administrative reviewer and dute of review and is mainfai@% with the case file,

Though different employees may be involved in thpYinal compilation of u case
report, the individual who signs it as the am‘.iﬁ%. e, affidavit/uitestation}, is
ultimately responsible for the contents Qfm@pc}rf, and the accuracy of the
information presenied in the report. &
Someone other than the analyst who &Q&*m &Ni}e analysis and wrote the
examination report must ;.fcfmz'nisgé@fe!y f@Q

crinte scene report and this admilistrathye)rey

Typically, the adminisirative &ew 8 et
review, The individual wh .f;/bi“{@\czd i
with Forensic Services Qie talgi@y
Additional administg@ye rey@is
The report and dd :enf@oﬁ SH

cweach examinalion report or
&y Wist be documented,

o during the technical
vative review shall be familiar
Qcumentation requirements.

he performed as desired,

. e reviewed for conformance (o
casework docubBnlatisflguigelines and qudlity policies and procedures.
The report i@l b% %&({% consistency with accepted conventions for

spelling, grmwiime d v usage.
The 1’;;\( Tt '

repofi o ;s Cts information provided by the agency on the
1Yo

subnlissi @
\61&3 accuracy\Qfine evidence description in ETS and the electronic chain of
Q® custody are checked by « FES and this is documented by initialing or

signing the electronic chain,

5.9.6 Forensic Services creates and implements a quality procedure whereby the testimony of
all testifying personnel, who offer expert opinions in court, is monitored on an annual basis

15.9.6 MONITORING COURT TESTIMONY:

15.9.0.1

Courtroon testimony provides « means for the forensic scientist to communicte
results und conclusions stuted in a laboratory report or general scientific
knowledge., The goal of the forensic scientist is to accurately preseni conclusions,
explain analytical techniques, offer expert opinions, and make clear to the court any
yuestions regarding a laboratory report in a particular case. The analvst shall
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5.9.7

15.9.6.2
15.9.6.3

15.9.6.4

15.9.6.5

15.9.6.6

Jorensic seientist shall be given feedback «

ensure that the testimony given is scientifically consistent with the documentation in
the case file.
Each forensic scientist shall be evaluated ai least once annually. An evaluation by
the supervisor is encouraged biennially. If a forensic scientist did not festify during
a calendar year, documentation must be entered in their employee record,
Evaluation shall be by direct observation, questionnaire, review of court transcripis,
or lelephonic solicitation by laboratory staff to one or more officers of the court for
responses to the evaluation form.
A forensic scientist who is inexperienced in courtroom festimgny or a forensic
scientist new fo Forensic Services shall be reviewed in peféén by Forensic Services
staff when he/she first testifies, if possible; as the foreae scientist gains experience,
direct review by staff can be alternated with revie W@y other means.
A reviewer from Forensic Services shall fill out If designated evaluation and
crifique the forensic scientist as soon as poss &@qﬂer the peer review process. The

(é?e positive aspects of the testimony as
well as areas that need improvement. \Q
Corrective action shall be initiuted j @com@z )Qh section 4.9, of this
quality manual if the courtroom e )%atir)@)dﬁ%&' any issues in the
festimony that require mn.;edzég 2 f Sy é’,@ ere of @ minor nature,

1e

i
remediation would consist o ciba{@%% peer review process.

<

Testimony monitoring records will Be reta ality record (section 4.13) , but no
less than one full ASCLB/LAB@CJ??(:@WI ditation cycle.
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5.10

5.10.1

REPORTING THE RESULTS

Each examination is reported clearly, accurately, objectively, and unambiguously as is
possible within the constraints of scientific knowledge/opinion and in accordance with
any specific instructions in the analytical method. All examinations are reported except
those performed to provide information for use in investigative databases (e.g. CODIS or
NIBIN). Analysts test firing firearms for NIBIN entry, who are not approved firearms
examiners, will not draw conclusions or issue reports regarding their activities.

Results of examinations are reported in a Forensic Services exami repoﬂ Reports
include all information necessary to interpret results along with T mfonnatlon that
may be required by Forensic Services quality procedures. ( ination reports are issued
as hard copy; however, electronic copies may be avallable

Customers implicitly agree to the Forensic Services 1@%’1’[ format and content when they
submit evidence for examination and complete th migsign form (See section 4.4.).
Forensic Services chooses to include some in X[ ited by ISO/IEC
17025:2005(E) in the report, while other mf@ atlo J%e in the case file or at the

laboratory. \ @ %@

5.10.2 The examination report contains thtelown{g}nf ’x«&lon unless notation specifies that

the information is in the case ﬁle\@i etax@ boratory:

a) A title; Q

b) Name and address of lab t01 % n whete examination(s) were catried out if
different from the a s of. @ Ty,

¢) The laboratory ¢ mb age such that the page is recognized as a part of
the report; an ﬂi&nd is identified by the analyst’s 31gnatme

d) Name of the “the address of the submitting agency is on file;

e) Tests peg{mmed ar 111 the case file;

f) A descr of, the co 1011 of and unambiguous identification of the item(s) tested;
(A1 detailed description may be in the notes. The condition of the item will be in

Ql{ ase file unless the condition of the evidence is material to the interpretation of the

xamination report.)

g) Date of receipt of evidence is in the examination report; the date(s) of analysis is found

in the examination documentation;

h) Reference to sampling plan where this is relevant to the validity or application of
results;

i) Examination result and, where appropriate, units of measurement;

§) The name(s), function(s) and signature(s) of the examiner. When a competency tested

analyst trainee performs supervised case analysis, the trainee will sign the report and the

supervising forensic scientist must initial the written repott; )

k) Where relevant, a statement to the effect that the results relate only to the items that
were examined.
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5.10.3 Additional required information for examination reports:
5.10.3.1 Where necessary for the interpretation of results, examination reports include the following
information:
a) Deviations from or additions to the analytical method and information on specific test
conditions; {(e.g. environmental conditions)
b) A statement explaining any non-compliance with the service requested,
¢) The uncertainty associated with any quantitative result;
d) Opinions and interpretations; (Relates to 5.10.5)
¢) Additional information required for specific examinations. @6

Y
N
5,10.3.2 Where necessary for the interpretation of results, examinatioﬁ‘g%orts containing the results
of sampling include the following: Q
a) Date of sampling;
b) Unambiguous identification of the evidence samp,
¢) Location of sampling, including any diagram: :é(che toglaphs

d) Reference to the sampling plan used;

¢) Details of any environmental condition d sa 1n may affect interpretation of
the report;
" ad

) Any specification of the sampling L@lgn@atl ditions to the sampling plan.

5.10.3.3 Forensic Services creates an em@§ q®® procedures controlling the release of
examination reports. nefe:

5.10.3.4 Forensic Services per 1el v%\ 1ngs including writing reports and providing
testimony, based ONNG: mi entation generated by another person(s) shall
complete and do enb{& all relevant pages of examination documentation in
the case IGCOI%

5.10.3.5 When fcmtmns are mdde the significance of the association shall be communicated
cie I ualified properly in the repot.

5.10.3.6 When no definitive conclusions can be reached, the reason(s) shall be documented in the
case record.

5.10.3.7 The author(s) of a test report shall have conducted, participated in, observed, supervised, or
technically reviewed the examination or testing.

5.10.4 Forensic Services does not issue calibration certificates and therefore does not have
quality policies pertaining to the issuance of calibration certificates.
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5.10.5

5.10.6

5.10.7

5.10.8

5.10.9

Opinions and interpretations are clearly marked as such in an examination report and the
basis for the opinions and interpretations is documented in examination record. When
opinions and interpretations contained in examination reports are expressed verbally to the
customer, the essence of the conversation is recorded.

15.10.5 All reports containing opinions and interpretations will contain a diselaimer
stating, “This report does or may contain opinions and interpretations of the
undersigned analyst based on scientific data.” If opinions or interpretations are
expressed verbally to a customer, the essence of the conversalipg will be
recorded, These records will be maintained as an admmg'sét)@ive record in the

case file. \)
.

It is cleatly noted in the examination report from Forensic Se@es when results from a
subcontractor or any other independent laboratory are inch@.ed or referenced in an
examination report issued by Forensic Services. Sub ctors issue reports of
examination either in writing or electronically. \Q *

%O OQ
When sending reports of examination by fax, ac 1'ate@pro
reasonable precautions are taken to ensure thafthe report i
appropriate receiver. (See section 14.1 .563—14{(50.9
<

ibility is verified and
ing transmitted to an
4.7.2)

'G)!w}'fzed o receive them in
that have been verified as belonging fo
Hormal process and the sender just needs to

15.10.7.1 Examination reports a;’e\z@'cd @'ﬁ
accordance with 4.1.5 %@a / me?}‘ h
appropriate receiver: hi \@ )%; .
be reasonably certdiy thal @igy arg Sefiding results to a purty that is entitled to them
by a fax numbey H;’@zde casonably believes to be appropriate.)

15.10.7.2 The fux Q*&@GR‘CH @hutipnweport addresses a particilar person and includes a
cm'gﬁc!eng(i{yf WiCe ar total number of puges being sent. A record of what
was faxedFis I‘Nbﬂe‘d e case file. This record indicates the phone number the
fax (&%‘ent to, f!ze@ai number of pages in the transmission, and the suceess of
{ unsmission. :

15.10, The sender verifies that the fux of an examination report was successfild by

A\ reviewing the fax transmission report for the number of pages sent and an

indication that the transmission was successfully sent.

The report format is designed to accommodate the examinations performed. The format
should have a clear presentation and allow for ease of assimilation by the reader to
minimize the possibility of misunderstanding or misuse.

When it is necessaty to make material amendments to a report, the new report will be
uniquely identified, clearly reference the report that is being amended, and will be titled an
amended report. Amended reports must comply with the same quality policies and quality
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procedures as original reports. Forensic Services reports are not replaced with a new
corrected report. If changes need to be made, an amended report is issued.

15.10.9 When errors or omissions in casework are noted, the forensic scientist has the
obligation to ensure that an incorrvect report does not leave the laboratory.
However, {f it is necessary to make material amendments to a report, an
amended report shall be issued. The heading for the amended report shall
contain the words “Amended Report,” At the beginning of the amended repor,
a paragraph shall be inserted that describes the changes mad@ the amended
report. This paragraph needs to be highlighted in some nga&)@r that will draw
the attention of the reader. In ETS, two of the options a:@h write the paragraph
in capital leiters or to put the paragraph in quotes. T &)r.fginal report shall be
left in the case file. The analyst shall mark the orig%. report by adding a
statement noting that the report has been amendeland initial and dute the
statement. 11 is recommended that these be r%%a‘[y markings on the original
report. Suggested wording for the nu!affa(@v ‘?@eporﬁ has been amended.”
Only the amended report shall be stm%@ecn‘(@ 1 ,Kz'n the evidence tracking

Spstent.
| 2 <
N > &
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6.1 PERSONNEL POLICIES {0y

6.1.1 Offices shall observe Official State of Idaho business hours, which are Monday through Friday
from 8:00 A.M. until 5:00 P.M. The standard work schedule may be altered if authorized by the
Major/Manager.

6.1.2 Identification shall be worn at the ISP facility in Meridian.

6.1.3 Guidelines for interns (Laboratory managers can make exceptions to tiese guidelines if

appropriate. ); X

6.1.3.1  Shall be non-funded positions. R\

6.1.3.2 Chosen on a first-come, first-serve basis. @K

6.1.3.3  Shall be college juniors and above interning for colle e%idit toward a degree in Chemisiry,
Biology, Molecular Biology, or a closely related ché or shall already possess a degree in
one of the above areas, Q

6.1.3.4  Have a recommendation from a professor, fa(;l{i@ ad\@, or other professional.

6.1.3.5  Pass background check and polygraph. %O @)

6.1.3.6  Shall only be accepted if a forensic scientjstor L@drat%g anager volunteers to supervise
and mentor the individual. Upon ap;{ﬁ?‘ ﬁ'o@«he atory Manager, specific duties of
interns shall be lefl to the discreti hei@pe isifg forensic scientist.

6.1.3.7  Shall remain under the close supé\zcigios\@a Q ic scientist at all times.

6.1.3.8  Shall become familiar with I rocedytes @ rning conduct and confidentiality and
Forensic Services health fet ic'@

6.1.3.9  Shall not participate in crithes i%s gations including clandestine drug
laboratories unless p 1{@ 4\ ‘ensic scientist. Access to very sensitive or
hazardous areas not lé}:erm@d.

6.1.3.10 May attend ayt 8 ‘(‘f‘ a anied by a forensic scientist.

6.1.3.11  Shall not be{éww\e& n 6;?:1‘? the laboratory after business houts unless
accomp n% ya e&clemist.

6.1,3.12  Shall gﬁa rform analysis on samples from casework upon which conclusions are

ba& he forensic scientist assigned to a case may take an additional sample from
rk that the intern may analyze for experience or training purposes. The

Qﬁnple may only be taken if the reserve after removing the second sample is greater

than 1.
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6.2 SUBPOENA POLICY AND WITNESS FEES

6.2.1 Subpoenas shall be prioritized in the chronological order in which they are received at the
laboratory. In cases where multiple subpoenas are accepted for a given day, it shall be
the duty of the forensic scientist to notify the attorneys of the conflict so that they are
aware of the situation and can work out the scheduling conflict.

6.2.2 Idaho State Police Forensic Services personnel shall accept subpoenas and testify in Driving
Under the Influence cases when an approved breath testing instrument as used only in
circumstances where: 75

6.2.2.1  The defense has acquired its own expert; ‘\0

6.2.2.2  Anunusual circumstance has occurred surrounding the adipinhistration of a DUI breath test

that shall necessitate expert testimony on the part of Fo1@)1e Services.
O

6.2.3 When summoned to State or Federal Court in crimina@es, or job related civil cases,
employees shall report to the court as part of their néfhal wdrk related duties. If the court pays
witness fees, they shall be remitted to Idaho St t@%lic@al ial Services.

QO\ Q)\Q 0@
x<Q \Q\ OC)
%\(b @6 Q
0 > K&
> & &
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6.3 CRIME SCENES AND CLANDESTINE LABORATORY CALL-OUT AND ASSISTANCE,

6.3.1

6.3.2
6.3.2.1

6.3.2,2

6.3.2.3

0.3.3

6.3.4

6.3.5

6.3.6

The Idaho State Police Forensic Services shall provide support at crime/clan-lab scenes subject
to the following guidelines.

The following are recommended guidelines for responding to crime scenes:
When assistance is requested, determine the nature of the crime, the agency and officer
requesting laboratory assistance, and any other information that may help identify the needs
of personnel at the scene. Notify the Major/Manager or his deslgnos, relaying the above
information. The forensic scientist, Lab Manager, or Major/M fger may then contact the
regional captain of ISP Investigations and communicate perti information and request
for assistance.
If Forensic Services elects to respond, they shall notify Qﬁhtional forensic scientists who
may be of assistance at the scene and proceed to then@:m atory to collect any required
supphes
Forensic Services personnel shall identify thel{@esé aw enforcement personnel who are
present at a crime scene,

When crime sceries represent a security tl @ t personnel shall secure the scene
prior to labmatmy petsonnel becomm - orensic Services personnel shall not
remain at a crime scene or clandestl lab 1 @ law enforcement officers are present to

maintain security, When the seu{F ity of’ @1 e or clan lab becomes uncertain or safety
conditions become compromis@ @es personnel may immediately leave the
premises. The forensic scie Qnot ppropriate authorities as to the reason the
departure was necessar XQO

Only trained ciande@hi to sonnel shall be allowed to enter a suspected clandestine
laboratory site, o trained shall have completed the requisite course-work as
sic S§v1 the Department. Prior to entry into such, Forensic Services

outlined by F c

personnel sﬁ.%put on ciot@g and safety equipment commensurate to the circumstances. Prior
to enterj potentlal laboratory, Forensic Services personnel shall ensure that fire and safety
pels@ have been notified or are present.

Only the minimum quantlties of clandestine laboratory products, precursors, or equipment shall
be collected by Forensic Services personnel assisting at these scenes. Samples collected at
clandestine laboratories shall consist of only a few milliliters of liquids or a very few grams of
solids.

6.3.6 Forensic Services shall not accept responsibility for, or transport of, chemicals, equipment
ete. collected at clandestine laboratory scenes. To maintain a safe work environment, Forensic
Services will not accept large quantities of chemicals, solutions or equipment seized at
clandestine laboratories. Forensic Services shall not accept responsibility for destruction or
storage of any chemicals collected at such scenes.

»
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6.4 DRESS CODE

6.4.1

6.4.2

6.4.3

6.4.3.1

6.4.3.2

6.4.3.3

6.4.3.4

6.4.3.5

6.4.3.6

6.4.3.7

Forensic laboratories contain many chemical and biological substances that are damaging
to clothes and/or harmful to people.

Polices contained in the Health and Safety Manual regarding appropriate attire for
working in the laboratory shall be adhered to.

The ISP dress code was modified to allow the following attire for forensic scientists who
work in a laboratory on a daily basis, for personnel Lespondmg to cr n@é’cenes or clan
laboratories, or for other work situations where casual dress is mo Qppxopl iate:
Jeans or other casual pants are acceptable in the laboratory, ts shall be in good
condition with no holes and no stains. )
Polo shirts are acceptable for wear in the laboratory.. ’@ey shall be in good condition
with no holes or stains, T-shirts are not acceptable, &
Shoes (conservative in appearance) shall be plO ve of the feet, pxovlde support
and cushion when working or standing on UIf@ nd provide a gripping
surface on the floor.

Forensic Services staff shall have a read 1an c for court or other duties
requiring more formal attire when w erpissible casual attire to work.
This dress code applies to Fmen iMists (FES). However, FES shall

wear a smock or labmatmy Co ca a attne while in the front ofﬁce
Standard depattment polici n mployees are per fmmmg duties where
more formal attire is app@;&lat & éealmg as an expert in coutt, providing
training, etc. a/

Employees not m ess (as interpreted by the Laboratory Manager or
Majm/Managel‘)\ be ange their clothes on their own time.

S \50

S
S

&S
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